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SAP Training — Welcome and Introductions

Welcome to the Position Vacancy Posting course

* Introductions

Sign-in Sheet

Tent Cards

« Classroom Etiquette
+ Cell phones off
* No side conversation

Breaks and other logistics

Slide 2

Attendance Sheet — Remember to sign in to receive credit. Notes

Cell Phones — Please turn off during class so others have a
guality training experience.
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Prerequisites

» Beacon Overview BC100

» SAP Basic Navigation BC110

» Personnel Administration Overview Display PA200
» Organizational Management for Agencies OM200

Slide 3

There are four prerequisites you must take before attending this
class. Attending these prerequisites ensures that you are
adequately prepared with the new processes, concepts, and
terms that are needed for this course.

Notes
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HR Training Curriculum

BEACON Overview
SAP Navigation
Reports Overview

Personnel Organizational Time Payroll Benefits
Administration Management Management Y
SLIDE 4

The BEACON HR/ Payroll training program comprises several
courses and different modules. Based on your HR role, you will
attend courses in the Personnel Administration module.

Notes
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Personnel Administration Training Curriculum

AllHR Roles

Personnel Administration Courses

PA Overview

IPA Terms, Concepts and Display Datal

(@ Dercon

S i North Carolina
Office of the State Controller]

|

!

!

}

|

}

Dual Employment
Maintainer

]

Grievances
Maintainer

]

-

Perf Rating
Mairtainer

Display Perf
Rating

Dual Employment
Maintainer

Create and Maintain Maintain - Advanced HR Master
L . Position Create and
Maintain Warnings Performance VN Short-term Data
" Vacancy Maintain " I~ I
Employee and Rating Postin Employee Disability Maintainer
Data Grievances (WBT) 9 Sat: for Time
HR Master Data Warnings Perf.Rating Mass Vacancy Post. HR Master Data Short-term HR Master Data
Maintainer Maintainer Maintainer Maintainer Maintainer Disability Maintainer
Specialist

Position
Maintainer

Job Maintainer

il
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Within the Personnel Administration module, there are several
courses. Everyone attends the first course, Personnel

Administration Overview. Your position determines which
additional courses you may be required to attend.

Notes
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Course Map

‘ Lesson 1: Create a Position Vacancy Posting

[ Lesson 2: Maintain a Position Vacancy Posting

[ Lesson 3: Course Review

Slide 6

This course includes three lessons. Notes
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Course Objectives

Upon completion of this course, you should be able to:

 Create a vacancy posting
* View position vacancy information
* Maintain the contact address and telephone number

* Maintain a vacancy posting

Slide 7

Notes
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& beacon

UREd North Carolina
Office of the State Controller

Welcome: Strategy for Training

Instructor will describe the process, responsibilities,
and transactions — LISTEN

Instructor will demonstrate job-related tasks
performed in SAP - HANDS OFF

Student will complete the exercises which allows
for practice in class - HANDS ON

Instructor will be available to answer questions while
students complete exercises

Slide 8

The Position Vacancy Posting Student Guide provides a copy of
the PowerPoint presentation used in the classroom training. You
will observe that space is available for you to write notes. You
can use the guide as a reference when you return to the
workplace. You are encouraged to use the class exercises to
practice in the SAP training environment.

Notes
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7@ beacon
LIRSS North Carolina

Reference materials

» Student Guide
» Exercise Guide
¢ Online resources

— Business Process Procedures (BPPs)
— Simulations

— Job Aids

— BEACON Help

Office of the State Controlle:

" SLIDE 9

As listed above, there are a variety of reference materials
available including the Student Guide and Exercise Guide.

Online help includes Business Process Procedures (BPPs) which
can be accessed via BEACON University or BEACON Help.
BPPs provide step-by-step procedures by screen.

Also, simulations can be accessed online. Simulations give you
the opportunity to practice using SAP in a clearly defined and safe
environment. Each simulation has instructions to guide you
through the task. Simulations are available only for select
transactions.

Finally, you can access job aids and all of the course materials
online via BEACON University.

Notes
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Course Map btACON
Lesson 1: Create a Position Vacancy Posting

[ Lesson 2: Maintain a Position Vacancy Posting

[ Lesson 3: Course Review 1

Slide 10

Notes
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Lesson Objectives

Upon completion of this lesson, you should be able to:

+ Explain the process for posting a position vacancy in SAP

+ Identify the transactions and infotypes used to post a position vacancy
+ Create a vacancy posting

» Explain how the Class Range is populated

» Maintain the contact person’s address information

+ View a vacancy posting before it is published to the web

Slide 11

Notes
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Recruitment and Posting of Vacancy Policy

North Carolina State Policy on Fair and Valid Selection
Criteria

— Itis the policy of the State that all agencies select from the most
qualified persons to fill vacant positions. Employee shall be
offered based upon the job-related qualifications of applicants for
employment using fair and valid selection criteria and not on
political affiliation or political influence. All State agencies shall
develop recruitment and selection plans consistent with the law.
Agency plans shall be submitted to the Personnel Commission to

assure similar, fair, and valid selection processes.

Continued...

Slide 12

Postings should adhere to all State and Agency guidelines.

Policy Information:

Additional policy information can be found in the State Personnel
Manual, Recruitment and Selection, Section 2, Page 1.11

Notes
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Recruitment and Posting of Vacancy Policy (continued)

Vacancy Announcement

— Vacant positions to be filled in State government shall be
publicized by the agency having the vacancy to permit open and
fair competition for all interested employees and applicants. The
recruitment and selection process shall be consistently applied,
non-discriminatory, and promote open and fair competition and the

hiring of a diverse workforce.

Office of the Stat

Slide 13

Vacancy Announcement

V3_071708

» Each vacancy will be described in an announcement which

includes - at minimum - the position number, title, salary range,
essential functions, knowledge and skill requirements, minimum
training and experience standard, the application period, and the
appropriate contact person.

— Critical Classification Factors:

o0 Agency turnover

Number of positions in class
Geographic location
Scarcity of skills
Safety, health and quality of client care

o O O O

Each vacancy listing must include a closing date unless the
classification has been determined as critical. Critical
classifications will not require closing dates on vacancy postings
and must be approved by the State Personnel Commission.
Critical postings are often continuous postings and are handled
through PMJOBS. Requests for continuous postings should be
referred to BEST Shared Services.

Notes
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Position Vacancy Posting Process Flow by Role

il North Carolina
tate Controller

Authorized Requestor Position Vacancy
Posting Maintainer

Requestor requests a -
Vacancy Position, submits _— Maintainer evaluates

documentation to the request and documentation,
Position Posting ensures basic guidelines
Maintainer. have been followed.

|

Position Posted

Slide 14

Roles
* Authorized Requestor:
— Agency employee who requests a position vacancy posting

» Position Vacancy Posting Maintainer:

— Agency employee who creates the request and verifies that
information adheres to guidelines

When a Role has not been established, appropriate personnel will
handle the request.

Process Flow

» Authorized Requestor requests vacancy posting and submits
supporting documentation to the Position Vacancy Posting
Maintainer. Internal No Workflow is required.

» Position Vacancy Posting Maintainer evaluates the vacancy
requests, ensures that basic guidelines are followed, and requests
clarification/other documentation, as needed. This role then posts
the vacancy.

NOTE: BEACON SAP will be used until e-Recruitment is implemented.

Notes
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Transaction Codes

il North Carolina
tate Controller

& ro13 1___‘___1 Q@

—
SAPE Al ~—— o L
R + PQ13 —to create and maintain position

E[c] ][] vacancy posting

D (] Favorites . " .
< €3 8AP menu + ZOMRO14 —to view position vacancy posting
P (3 Office
P (J Cross-Application Components
P (7 Logistics
P (7 Accounting
I (J Human Resources
b (3 Information Systems
b (3 Tools

Slide 15

Transaction Codes

Position posting information is created or maintained by using PQ13.
Transaction code PQ13 must be entered from the Command field
because it does not exist in the SAP menu. Use PQ13 to create
positions for banded as well as graded positions.

Transaction code ZOMRO014 is used to view the position vacancy
posting. Please note that the posting does not necessarily display in
the report exactly as it will display on the website. The posting may
look great on the report, but either not post at all to the website, or
post in a garbled manner.

Notes
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PQ13 Button Functions

Buttons used most often:

L] save
@ Execute
@  Exit
€ Cancel

Slide 16

On the various screens, there are several buttons that you will most
often use as illustrated above.

Save: Saves the data. You should save after every screen.

Execute: After entering the required data on the screen, this button is
used to submit or process it. BEACON SAP will then return results
and/or require further details or actions to be taken.

Exit: Takes you to next screen if you do not want to perform an action.

Cancel: Like the Exit button, it takes you to next screen if you do not
want to perform an action.

Other buttons:

You will see several other buttons on some of the screens. As a
general rule, those are not used at the current time. The buttons
include:

Documentation on Actions: Currently not in use.

Schedule Description: Provides the screens that are presented on
the listed Action.

Services for Objects: Currently not in use.

Notes
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PQ13 Actions Screen
(=4
| Action Edit Goto Exiras Seffings System Help
& D AH QG CHE ahon BE @
Actions for Position
@) =)@l
Plan Version p1 @nent plan
Position 65001811 Textile Conservator
Object name 800904000938
Selection Criteria
Infotype status 1 Active
Validity 07/17/2008| to 1243119999
Action 35 | Create a Vacancy Posting
Slide 17
Plan Version: This field differentiates between scenarios in Notes
organizational plans. For Position Vacancy Postings, always select

Current.
Position: The Position number for which the vacancy is being created.

Validity: The validity period identifies the lifespan of the posting and
consists of a start (from) date and end (to) date. The Validity end date
should always be 12/31/9999. If you do not enter 12/31/9999 as the end
date on the validity period, the posting will not appear on the website.

NOTE: The Validity of the Position Vacancy Action is not the same as
the vacancy posting dates. The vacancy posting dates are entered on a
different screen.

Action:

Use this field to select the type of action you wish to perform. For
Vacancy Postings use:

-35 Create a Vacancy Posting

- 36 Maintain a Vacancy Posting

Execute - Click this icon to continue.
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=4
Infotype  Edit Goto View System Help

1st Subtype — Description of Work

@ 1 IH e LHR Dhon BE @F

[@z] create Description

EENE L=

Position 38| Textile C

Planning Status Active

018 650018111
Description of Work
glish 2

Description

8 I 0 e 1 )

Validity 07/17/2008 to 1273179999

[ Change Information

| Type here to document the applicable information for the subtype ﬁ

EB]

* Li1,Co66

Slide 18

There are four subtypes that display when creating a vacancy. You should
save each subtype before proceeding to the next one. You will see that the
subtypes look very similar and data is entered in a very similar manner on
each one. The “header” information (Position, Planning Status and Validity)
pre-populate from the first screen (Actions for Positions). Each subtype has a
free-text field where you can enter the information for the particular subtype.

IMPORTANT: Only the first 16 lines on each subtype will transfer to the
website. To ensure the website displays appropriately:
* Do not use special characters (this can either prevent the posting from
displaying on the website or cause a garbled display if it does appear).
+ After you have entered the 16 lines, use the steps below to ensure that

you place a space at the end of each line:

— Click to make sure your cursor is on the first line of text.

— Press the End button on your keyboard.
— Press the space bar.(not the Enter key)

— Click the down arrow on the keyboard. This takes you to the next line.

— Press the End button.
— Press the space bar.

— Continue using the End, Space and Down arrow until you have
entered a space at the end of each of the 16 lines.

The first subtype is Description of Work. Verify that the pre-populated data is
correct and then enter the applicable data in the Description field.

V3_071708

Notes
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beacon

cu North Carolina
Office of the State Controller

2nd Subtype — Competencies and KSAs

=
Infotype  Edit Goto View System Help

< a8 e DHE DL BRI @
[®3] Create Description

EE L]

Position 38/ Textile C.
Planning Status Active

Validity 0771772008 to 1273179999 & Change Information

Language iy
[
[ [m] (o] ] [l

Type here the applicable information for the subtype

R0

* L3 Cot Ln1-Ln100f31 lines

Slide 19

Notes

As shown above, the subtype for Competencies and KSAs has the
same features as the Description of Work subtype discussed on the
previous page.
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3rd Subtype — Training and Experience Req
Ejjmnwpe Edit Goto View System Help
(] 140 e LHR fDhoan A @m
[@z]| create Description

=]z L=

Position 800904000938 Texile Conservator
Planning Status Active
validity 07711772008 to 12431/9999 & Change Information
I Desc 015 650018111
Sul ] Training Experience Reg e
Langua lish 1]
Description
[=lal

Type here the applicable information for the subtype.|

[Ex]D]

* Li1,Co54 Ln1-Ln100f31 lines

Slide 20

As shown above, the subtype for Training and Experience Req has Notes
the same features as the Description of Work subtype discussed
previously.
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4th Subtype — How to Apply

Infotype Edit Goto View System Help

& 1 dBe@e SHE Bhan

[@3] Create Description

[E]C] i | L) ez

Position 800904000938 Textile Conservator
Planning Status Active

cription 018 650018111
Mptvpe How to Apply
Languzme

| Description

8 Y S R ) )

Validity 07/17/2008 1o 1273179999 & Change Information

Type here the applicable information for the subtype

* |Li1,Co54 Ln1-Ln100f31lines

Slide 21

You can enter the contact information on the How to Apply subtype
screen, or you can enter the contact person on the following screen, and

the data will populate automatically.

If your agency accepts faxed applications, please indicate here with

appropriate fax number .

When you use the contact field on the next screen, the contact address
and telephone (but not the fax number) automatically default from the
contact person’s position data. If you plan to use the contact person
field, you should ensure that the address and telephone information on
the contact person’s position is accurate. If the information needs to be
changed, it must be changed using PO13 on the position.

PO13 Creating or Correcting Contact Address and Telephone

It is important to note that the information on the posting pulls from the
Address infotype, mailing address subtype on the contact person’s
position. You will also see a separate Mailing Address infotype—this is
not the infotype to use when creating or correcting the contact person’s
address and telephone. Enter the contact information only on the
Address infotype and then select the mailing address subtype. You will
use either the Create or Copy function depending upon whether you are

creating a new entry or correcting a previous entry.

Use Address w/subtype Mailing % ddress

Not MailAddress® ﬁ Mail Address

V3_071708

Notes
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Posting Data

=4

@

(1 of 2)

Infotype  Edit Qolo View System Help

340 ICAQ  CHE Lo BRE @@

@ u| Create Vacancy Posting Data

EIE) )=

Position
Planning Status
Validity

| Vacancy Posting Data 01
Posting Status
@® External
O Internal (State)
O Internal (Agency)

Vacancy Posting Dates

38| Textile C

Active

08771772008 to 1273179999 & Display change infor

S 650018111

Job Family Po0es003 @0 &Educa
Contact Person 80000673 Jeremy Ward01
Salary Grade Equivalent 0

Competency Level 2

07/21/2008, To 08/21/2008

Hiring Range 34,237.00
Class Range 34,237.00

To 54,822.00
To 54,822.00

Slide 22

» Job Family: Categories for jobs as listed below. Use Bl report BO165-1,

Job Attribute Report.for Job Family options.

90000000 ADMIN & MGMT
90000001 ENG. & ARCH
90000002 HUMAN SVCS
90000003 INFO & EDUCA

90000004 INFO TECHNOL
90000005 INST. SVCS

90000006 LE & PUBSFTY
90000007 MED & HEALTH
90000008 NATRES & SCI

90000009 OPS & TRADES

91000000 ANIMAL WKRS

» Contact Person: The personnel number of the person to contact for
guestions about the position (see previous page for details about this

field).
» Posting Status:

= Internal (Agency)

@ Internal (State)

o External

» Salary Grade Equivalent: Only open for Banded positions

— To review Salary Grade reference material, go to:

http://www.osp.state.nc.us/CareerBanding/career-banding.htm

» Continuous Postings will be handled through PMJOBS. Requests for
continuous postings should be referred to BEST Shared Services.

V3_071708

Notes
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Posting Data (2 of 2)

=4
Infotype  Edit Goto View System Help

@ 198/ €00 CHR D000 BF 0B
[®iz] create Vacancy Posting Data

2] )=

Position 38| Textile C

Planning Status Active

Validity 08771772008 to 1273179999 & Display change infor

}Vacancy Posting Data 01 S 65001811 1
Posting Status 4 Job Family poeooon3 @0 &Educa
@ External Contact Person 80000673 | Jeremy Ward01
O Internal (State) Salary Grade Equivalent 0
O Internal (Agency) Competency Level

b

07/21/2008, To 08/21/2008
34,237.00 To 54,822.00
34,237.00 To |54,822.00

Vacancy Posting Dates
Hiring Range
Class Range

Slide 23

Competency Level: Only open for Banded positions that are Career
Banded:

s C = Contributing s J=Journey = A= Advance

Vacancy Posting Dates: Date range to post the vacancy. These are
the dates you want the position vacancy to post. Observe that these
dates are not the same as the dates you entered on the first screen
(Actions for Position where the to date was 12/31/9999). It is important
to understand the difference between the first screen Validity dates and
the Vacancy Posting Dates.

Hiring Range: Enter the hiring range for the position, even it is the
same as the Class Range.

Class Range: Predetermined range of pay that automatically populated
from the Job; however, it is a field that can be edited during a position
vacancy posting.

See the next page for details concerning how the fields are related to the
Job from which the position is created.

Notes
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Job Fields Related to Position Vacancy Posting

Nor
Office of the St

Job Msm Spl
Planning Status Active
Walid from 07/81/200]

Museum Specialist

Class Range comes from either Pay Grade or
Pay Scale tab of Job

peePTompensation 01 C JUOMEZE 1
PayScale , Direct

Pay Grade

:Salarys e
Ctry Grouping USA a

Pay grade type 01 Graded

Pay grade area 01 Annual Salaries

Pay grade GREE6

Pay grade level GR To 6R

Key Date for Display p?ms;?nna@

Currency key usD United States Dollar
Pay grade 31,696.00 | To
Reference salary 40,883.00

Time unit Annually ]

50,069.00

Record |1 of 1

Slide 24

The Class Range that defaults on the Posting Data screen should
always come from either the Pay Grade or Pay Scale tab, in the planned
compensation record of the related Job.

If the Job Pay Grade Type is 02 (Banded), the Salary Grade is available
for input on the Position Vacancy Posting screen so that it may display
in the Salary Grade Equivalent. If not, the field is grayed out on the
Position Vacancy Posting screen.

The Competency Level (Advanced, Journey or Contributing) is available
for input if the Job Pay Grade Type is 02 (Banded), and the Pay Grade
Area is 06 (Career Banding) or 20 (Career Banding Hourly). If not, the
field is grayed out on the Position vacancy Posting screen.

You can see that a combination of factors determine whether the various
fields on the Data Posting screen are pre-populated and if the fields are
open or locked for editing.

Notes
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3 —
beacon
North Carolina
Office of the State Controlle:

Instructor Demonstration #1.1 —

The Instructor will:
* Log on to SAP

* Create a vacancy posting

Slide 25

Watch as the Instructor demonstrates how to create a position Notes
vacancy posting in SAP.

The Instructor will use the student scenario for the demonstration.
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f{@| beacon
conssT North Carolina
Office of the State Controller

Exercise #1.1

You have been notified that the Museum Specialist position will
be vacant effective tomorrow.
* Log onto SAP

» Post the vacancy so that applications can be sent to Jeremy
Ward01.

Slide 26

Use the data assigned in the Exercise Guide and the Data Sheet Notes
to complete the exercise.

Use eAssistant for step-by-step instructions.

Use the steps below to log on to SAP in the classroom.
1. Access the BEACON SAP portal web page.

Enter the User ID and password that is assigned to your
classroom PC.

Click the Log on button.

Click Yes to confirm the security message displayed.
Click on the BEACON SAP GUI tab.

Click on the training client specified by your instructor.

n

N o g s

Stop when you have reached the Easy Access screen.

V3_071708 Page 26
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Vacancy Posting Report - ZOMRO014

|[::7
Program Edit Goto System Help

|@ 198 @@ Qi
Vacancy Posting Report

@l

Enter one of the entry
Agency @,‘
Vacancy Number
Posting Date ~
Closing Date ~

[o[s]

Enter one ofthe entry
| Agency 1501 [5) )
Vacancy Number 54215439 B
Posting Date 03/06/2008
Closing Date 03/2072008

Slide 27

You can view the Job Vacancy Announcements before they are posted
to the web. Use transaction code ZOMRO014 to view the Vacancy
Posting Report.

The way the posting is displayed on the ZOMRO014 screen does not
necessarily reflect the way it is displayed on the web. Review the steps
previously discussed regarding how to ensure the web posting displays
appropriately. The steps are also included in the Exercise Guide.

As shown in the above graphic, the Multiple Selection button is available
for both the Agency and Vacancy Number (position) fields. Using the
Multiple Selection button allows you to view postings for more than one
Agency or position number.

If you want to view all postings for your Agency, leave the position field
blank. You will see all of the postings within the range of dates that you
specify.

It is not necessary to enter the exact posting dates. If you enter a range
of dates, BEACON will pull all postings for the specified time period.

Notes
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beacon

SESUEEY North Carolina
Office of the State Controller

Vacancy Posting Report - ZOMRO014 (con’t)

Vacancy Posting Report

Transportation 53/ 7668 The Job VacanCy
Announcement is

Job Vacancy Announcement

e ] usually longer than
what is visible on
30000000 one screen.

ADMINISTRATIVE OFFICER 11
ADNINISTRATIVE OFFICER II

54215439

n

$ 37,074.00 - § 59,982.60
$ 37,074.80 - § 56,800.60

Transportation
DOT FINANCE/CASH MANAGEMENT & CONTRACTS
Perm Full-Time

03/06/2008
03/20/2008
Number of Positions: 1

IRNA ABBITT
1501

GREENSBORO

NG

27415
Contact Phone 3363343161
Contact Fax 3363343637

Description of Work
This is administrative work assisting in directing the activities of a
large-scale divisional, department, or university program or in
adninistering a specialized program or activity. Employees perform a
variety of important administrative duties in developing and maintaining
departaental or institutional programs. Work involves responsibility for
analyzing and solving technical problems; the enforcement of laws and
regulations; and frequent public contacts in promoting established
prograns. Work 1s performed under general supervision and 1s subject to
review and evaluation through conferences, post-audits, personal
1nspections, eritten reports, and public acceptance

Knowledge, Skil1s and Abilities
Considerable knowledge of the principles and practices of public and
business adainistration. Considerable knowledge of modern office

Slide 28

ZOMRO014 can also be used for printing the posting. Only the most
current posting for the date range you select will display (like in PMIS).

Vacancies are automatically posted to the web four times daily:
+ 12:00 am
* 10:00 am
+ 12:00 pm
* 2:00 pm

To be sure that vacancies are posted to the web, data should be entered
at least 30 minutes prior to the times listed above.

If your vacancy did not post, you should check to ensure that you did not
have special characters within the data, and that you included a space
at the end of each of the 16 lines. Also, ensure that the Validity on the
first screen (Actions for Positions) had 12/31/9999 as the end date.
Failure to adhere to any of these conditions may prevent the vacancy
from posting or prevent it from posting properly.

Notes
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Exercise #1.2

You want to review the posting for the Museum Specialist
posting.

Access ZOMRO014 to view the posting.

Slide 29

Use the data assigned in the Exercise Guide and the Data Sheet Notes
to complete the exercise.

Use eAssistant for step-by-step instructions.
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beacon

88 North Carolina

Exercise #1.3

Office of the State Controller

You want to add the address and telephone number to the
appropriate infotype and subtype on the contact person’s
position:

— Access PA20 to find Jeremy Ward'’s position number

— Access PO13 to enter the position contact information

Slide 30

Use the data assigned in the Exercise Guide and the Data Sheet
to complete the exercise.

Use eAssistant for step-by-step instructions.

Notes

Page 30



PA350 - Position Vacancy Posting

Lesson Review

In this lesson you learned to:

» Explain the process for posting a position vacancy in SAP

» |dentify the transactions and infotypes used to post a position

vacancy
+ Create a vacancy posting
» Explain how the Class Range is populated
» Maintain the contact person’s address information

» View a vacancy posting before it is published to the web

Slide 31

Notes
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Course Map btACON

[ Lesson 1: Create a Position Vacancy Posting }
Lesson 2: Maintain a Position Vacancy Posting

[ Lesson 3: Course Review 1

Slide 32

Notes
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Lesson Objectives

Upon completion of this lesson, you should be able to maintain a
Position Vacancy Posting, including:

— Extend the vacancy posting dates
— Change text description in the subtypes

— Revise a vacancy posting

Slide 33

Notes
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Maintaining Position Vacancies in SAP

Making Changes

* In SAP it is possible to make a variety of changes like
correcting mistakes, changing position criteria, or updating
positions.

» Changes relevant to Position Vacancy Posting:
— Extend (re-post) the vacancy posting dates in SAP

— Change text description

— Change a vacancy posting

Slide 34

After a position vacancy has been posted, revisions may Notes
need to be made due to:

* typographical errors

+ extending (re-posting) the vacancy posting dates when
the position isn't filled within allotted time frame

» changing other information in a vacancy posting
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Maintain Position Vacancy

=
I Action Edit Goto Extras Seftings System Help

D000 BE @@

& beacon

i North Carolina

Office of the State Controller

@ 1JH @00 SHiE
Actions for Position
il
Plan Version B1[Shrrent plan
Position 65001811 Textile Conservator
Object name 800904000938
Selection Criteria_~~
Infotype status 1 Active

Validity oo 4 aaiall
Action C 36 | Maintain a Vacancy Posting
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Revise a Posting

Transaction code PQ13 is used to a maintain position vacancy
posting (the same transaction code that is used to create the posting).
However, code 36 is the Action code that is used to maintain the

posting (35 is used to create a posting).

The date you use in the validity field determines if the previous record

will be delimited or deleted.

Remove a Posting

You may need to remove a posting before the closing date. Use
PQ13, code 36 to change the posting (not Validity) end date as

follows:

+ today’s date to end today

+ yesterday’s date to remove from the website at the next update

time

V3_071708
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4 Subtypes

01 3 545564021
Descnpnon of Work
Languago LEmy

| Description

‘EEEIED@DE@

|
‘ Type here to document the Description; of Work ﬂl‘

016 545564021
2 bomb;lentles and QEA'S
tanguage -~ 1Y

[ Description

EDH[D@D@&I

beacon

& North Carolina
(nh e of the State Control II Y

U Yima hore. o, donusnnt Sha Camnatansdan and VO 'a

3

i Tranmn{;,Expenence Ré.u
| Language “s&gglish 2
[ Desuimton :

Type here to document the Trainir |

,m?;:;xe‘n51

LT ol ] @] iR

Type here to document the Training, Experience Req

|
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The same four subtypes display when you maintain a posting as

when you created the posting. If needed, you can revise the data on

any of the 4 subtypes. If you do not need to revise the data on the

subtypes, use the Exit button (yellow with white arrow) to by-pass the

subtype.

Notes
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‘‘‘‘‘‘‘‘‘‘

Maintain Position Vacancy

=
Infotype Edit Goto View System Help

conssTiNey a
Office of the State Controller

< 1 dBICOQ SHB DO BRI @@
[@=] copy Vacancy Posting Data
EE
Position 800904000938 Textile Conservator
Planning Status Active
Validity 0771772008 to 1273179999 \'6;{- Display change infor
Vacancy Posting Data 01 8 650018111
Posting Status Job Family Po000003 @

@© External Contact Person 80000673

O Internal (State) Salary Grade Equivalent 0

O Intemal (Agency) Competency Level a

Vacancy Posting Dates 07/21/2008) To 09/15/2008
Hiring Range 34,237.00 To 54,822.00
Class Range 34,237.00 To 54,822.00 %

Record |1 of 1
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When you click Save, a message displays indicating that the
previous record will either be delimited or deleted (based upon
the validity period — not posting period-- that you entered on the
first screen (Actions). Select Yes or Cancel as applicable. Even
if the message indicates the previous record will be delimited,
you can only see the most recent entry.

Information regarding Job Family can be found in the Bl report,
B0165-1, Job Attribute Report

Take extra care when choosing the job family. In your work
place, use Bl Report BOO77: Position Attributes (drag on job
family) if you are in doubt of the correct job family.

Watch as your instructor demonstrates how to find this report on
Beacon University: Training > Courseware and Job Aids >
Human Resources > OM > Job Aids > OM200 BI Report List.

Notes
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L con
Instructor Demonstration #2.1 O . Carolina

Office of the State Controlle:

The Instructor will demonstrate how to revise information on
a vacancy that has already been posted. The instructor will:

» Use the student Exercise scenario to extend the posting

date

Slide 38

Watch as the Instructor demonstrates how to Maintain a Notes

Position Vacancy in SAP.
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Exercise #2.1

The department did not receive enough qualified candidates for
the Museum Specialist position vacancy that was posted.

You have been asked to extend the vacancy posting for an
additional 2 weeks (beyond the original close date).

Slide 39

Notes
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Exercise #2.2

The vacancy posting for the Museum Specialist position was
assigned to the wrong job family.

Correct the posting to assign the correct job family.

Slide 40

Notes
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Exercise #2.3

The Museum Specialist position will not be filled at this time.

Cancel the vacancy posting.

Slide 41

Notes
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Lesson Review

In this lesson you learned to maintain a Position Vacancy
Posting, including:

— Extend the vacancy posting dates

— Change text description in the subtypes

— Revise a vacancy posting

Slide 42

Notes
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beacon

ONSIST North Carolina

Course Map

[ Lesson 1: Create a Position Vacancy Posting }

[ Lesson 2: Maintain a Position Vacancy Posting ‘

Lesson 3: Course Review

cox
Office of the State Controller
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Notes

Page 43



PA350 - Position Vacancy Posting

Course Review

In this course you learned to:

+ Create a vacancy posting

* View position vacancy information

Maintain the contact address and telephone number

« Maintain a vacancy posting

Slide 44

Notes
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beacon

oo North Carolina
Office of the State Controller

Level 1 — Course Evaluation

Level 1 evaluations are « [N 020C®
used by the BEACON - =
Training Team to ensure =
students are experiencing | == e
their instruction in an =
environment and method
that is conducive to
learning.

tenden
10 attend any of the classes listed below on or after the date listed, you a

Own Book if Class Takes Place on or After

Hannny suncuuie
Self-Reported Training

Learning Activity
Evaluations

Instructor Schedule

Learner Approvals
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Level 1 Evaluations

The Level 1 evaluation classes is accessed as shown
above (Learner Home Page > Learn > Learning Activity
Evaluations).

Ask your instructor if you have any difficulty accessing the
course evaluation.

Notes
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Next Steps

* Monitor BEACON communication
— BEST Shared Services web site (especially the Updates tab)
— URL: http://www.ncosc.net/BEST/

* Review conceptual materials

* Access BEACON Help
— Access from an SAP transaction

— URL: http://help.mybeacon.nc.gov/beaconhelp

 Practice what you’ve learned
— URL: https://mybeacon.nc.gov

— Client 899

— Use your current NCID user name and password

beacon

88 North Carolina

Office of the State Controller
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Continue to monitor updates on the BEACON University website
for information regarding any future training that you are
scheduled to attend.

Keep your training materials close by as a ready reference.

Want to practice what you have learned from your desk?

» Follow the link provided above to access the training client
on the BEACON website. The training client is number 899.
Your current NCID user name and password are used to
access the practice environment.

Need transactional assistance after go live?

*  Remember to access BEACON help when you need
assistance in completing transactions. As stated above, the
work instructions can be accessed either on line or by
clicking on BEACON help from within an SAP transaction.

Notes
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EISTURSY North Carolina
Office of the State Cont

CONGRATULATIONS

You have completed the course

Please complete your course evaluation!

roller
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